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APPLICATION FOR RECORDS RETENTION SCHEDULE 

FOR AGENCY USE . 
*tication Date .. 

1. Agency Address FOR RECORDSMANAGEMENT USE 
Department of Transportation Application Number 
Rights of Way Office 73 -59 8 - PI 

Bobby RiSDer Riqht of Way Aqent I 656- 53 7 2 
3. Action Requested 

No. 2 Capitol Square 
Atlanta, Georgia 30334 & plication Number 

c 

ffite Raceived Date Completed -- 
MAR I 5  1984 l luG 3j#84 

7. Record .Series Description 

Documents relating to: 

This f i le contains the following documents (include form numbenand titles, if any): 
Attach samples of the file. 
Sale of surplus building on land acquired for highway right of way. 

4. Dates of Series 
Earliest Latest 

1973 I To Date 

Included are: I 

5. Records Series Ti t le (followed by title used in office; if different) 

Riaht o f Wav Surolus Buildina Files 

Resolution by the Commissioner and bid proposals for buildings. 
Once the bid proposals are approved, it becomes a sealed contract. 

ARCHIVES 
GOVERNMENT SEEVICES DMsfM 

RECEIVED . 
( 



c 

11. Retention Rquirements The following requires the series to be kept: 

a. State Law years. d. Audit Rfiod V a n .  
b. Statute of limitation 20 years. e. Administrative need 5- years. 
c. Federal law years. f. Federal retention instructions 3 years. 

Attach copy or excerpt of laws or regulations. Explain administrative need. 9-3-23. 3-703 (4359) Actions on bond or 
Actions upon bonds or other instruments under seal shall be brought instruments under seal. 

within 20 years after the right or action has accrued. NO instrument shall be considered 
under seal unless so recited in the body of the instrument. Federal-aid Highway Program 

tained 3 years after final 
at thb end of each: 

Place in inactive file on Sale of Surplus Property; cut inactive file at end of Calendar Yea] 
a Hold in the current files area monthlr) 5 year(s); then Microfilm; then, after verificatio~ 
0 Transfer to local holding area, hold 
0 Transfer to State Records Center; hold 
El Destroy. 
0 Transfer to State Archives for permanent retention. 
El Other &ecify) 

permanent vital records retention. 

0 Calendar Year; 0 F i m l  rear; El Other then, 

yearb); then of microfilm, 
ycar(s); then 

- Transfer to Archives Security Microfilm Vault for 

-~ 
B f e r e n c k  - Hold in current' files area until no longer needed for 

reference; then destroy. - 

These instructions apply to al l  prior and .amre accumulations of the series. 

Date - 
I 

-+dlrv 
?ecommendations in para- 
paph 12 are approved. State Auditor/Designee ( 
'If disapproved, attach letter 
I f  explanation.) Secretary of State/Designee W W  



d i 

i 
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The Division of Bighways is responsible for the planning, location design, construction and 
maintenance of all roads and bridges financed by Federal-Aid, State-Aid or Authority funds. 
Only those county roads and city streets financed entirely through local funding are 
designed, constructed and maintained without the supervision or participation of the Division. 
The Division of Highways is divided into four sections: the Preconstruction Section, which 
determines project location through aerial photography and mapping, designs the bridges 
and roads involved, and obtains the right-of-way necessary; the Construction Section, which 
conducts the tests of soils and materials involved, oversees construction and assures 
quality control, and supervises the seven District Offices throughout the State; the 
Operations Section, which issues permits and enforces regulations governing overweight and 
.oversize vehicles, designs improvements in vehicular and pedestrian traffic controls, 
effects the relocation of utilities existing on project right-of-ways, administers State-Aid 
and maintains the quality of highways; and the Federal Liason Section, which vorks to 
obtain Federal funds and expedite compliance with Federal Highway Administration requirements 
Federal-& 

~1. This file c o n w ” g  documents (include form numbers and title% if a n i  and file arrangement): 
- 

Documents relating to the sale of surpl~buildings on land acquired for right-of-way. 
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OFFICE OF SECRGTARY OF STATE 

DEPARTMENT OF ARCHtVES L IllSTORY 

RECORDS YANACLMENT DIVISION 

AppIiea?i6n- for 

RECORDS DISPOSITION STANDARD 

l m t  and reverse 

and lorusrd to Department of Archlvel mnd Xlalow. Allentlon 

-- 
AGENCY. mrlrton. Iluwlblrlo 

. Department of Transportation 
Division of Highways - PreConstruction Section 

1950 - To Date‘ - - -  Right-Of-Way Surplus Building File ---- -- 
0. What is the function of the office in which this record series is  created 

Included are: resolution by the commissioner 
bid proposal on buildings 
executive order 
quit claim deed 

File is arranged numerically by project number. 

I ATTACH SAMPLES OF THE FILE 



13. Is this the Record Copy of the series? I 
14. Is there a duplication of this series in ancther office or agency? 7 [ 3 L X I  

I 3 . !. ,1 

17. Does the series initiate, amend or terminate agency policies and procedure;? - . 1 1 I X I ~  

15. Is the information contained in this series ever summarized or published? Attach copy of simnary or publication. [ ] 

16. Does the series contain classified information requiring security heridling? 

1. a] 
-~ . 

- 
18. C w l d  the function be performed if the files were lost or destroyed? .I 1 1 XI 

19. Is the series (or major portion of it) regularly microfilmed? If yes, why? " c 1 I XI 

[ 3 [ X I  

21. Does the record series contain documentation produced as EDP printout? c 1 ;[.XI 

22. Has the Federal Government issued instructions governing retention/disposition of these files? [XI . L  1 

23. Wi l l  'there be a need- for these records 10, 15 years from now? If yes, what? ,~ Ex1 [ 1 

20. Does the record series provide data as input to an EDP file? 
.~ 

I . .. I., . 

. . .  

. .  -; 
. . . ., . .  ~~ .~ - .... . . . . . -- ~ _-._ ~ . I -  .- 
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24. REQUIREMENTS. The following requires the files to be kept . . 10. . .. years: 
. .  . ,  

j 
~. 

a' 3 STATE ~ ti., [ 1 STATUTE OF C. [ 3 AUDIT d. j j EDERAL e. ADMINISTRATIVE 1. 1. 3 HISTORICAL 
i ' LAW LIMIT AT ION PERIOD 'EAW DECISION VALUE 

, ~. . . ~ -  ;.:: . (Cite Law, Statute, or other reason for the retention requirement) 
. r ., ,, - -. - 

. ... .~ 

<I 
.1 . .  . .  . .  

~ ~~. ~ ~~ ~ ~. ~ . ~ _ ~ I  - . __._ ~ ___ ____ ~. __. - .~ . I ~ . ~ . .  ...~ ~_ ~ 

25. AGENCY RECOMMENDATIONS: This agency recommends that the file:Series be cut off . at ._-., the end of each . .  -r 1 CALENDAR-YEAR -[ 3 FISCAL YEAR -[a Other then: 

Place in inac t ive  file on sale of s u r p l u s  p rope r ty ;  cut  inact ive file at end of 
ca l enda r  y e a r ,  -hold in c u r r e n t  files area f ive  y e a r s ,  t r a n s f e r  t o  State  R e c o r d s  

L 
C e n t e r ,  hold f ive  y e a r s ,  then  des t roy .  'i 

L 

I I 

I 

I 

~~~ ~~~~ 

~ ~. _ _ ~  ~~ 
~~ ~~ ~ 

~~ 

Rationale: This  f i l e  is cut  off  on s a l e  of s u r p l u s  p r o p e r t y .  The Department then has 7 yea r s  
i n  which t o  begin construction. 
(usual ly  2-5 years) .  

Several  years will then be required t o  complete const'ruction 

(Indicate briefly rationale for recommendations abovelor write additional remarks): 

state [ dApproved  [ 3 Disapproved 
. .. ~ ~ ....- ~ 

[ 3 Disapproved 

in Paragraph 

25 are: RC 


